Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



IT Technician/System Support Officer

Job grade



Grade 4
Directorate/department/section
Computer Services/Network Administration

Reports to



Computer & Research Services Manager

Directly supervises


None

JOB PURPOSE (reason for job existing)

· To ensure that the network, servers and peripherals are performing according to specification.

KEY OUTPUTS (results, deliverables)

· Network and servers operational;

· Data, files and information available on system.

PERFORMANCE INDICATORS (how success will be measured)

· Network coping with specified numbers of users and server traffic;

· Percentage unplanned system downtime;

· Level of internal customer satisfaction with system performance in terms of response times and access to required information;

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· With the IT Manager, liaise with the Director Production in order to understand and support the delivery of Government’s communications programme through optimal use of the network system;

· Design, develop and improve the web site to ensure that JIS takes advantage of every technical facility for information dissemination and sale (of news, features and archives in video, sound, text and graphic format) in the most user friendly, attractive and practical format, and, where applicable, ensure provision for user search, e-commerce facilities and links to associated sites, especially those of the Government, its Ministries, Departments and Government owned entities;

· Ensure, in liaison with the IT Manager, system security including backups and routine maintenance;

· Monitor system performance through personal interventions and user feedback and resolve problems in liaison with the IT Manager;

· Correctly identify and propose good and creative system solutions to communications strategy needs;

· Carry out routine operations such as hardware and software maintenance and upgrading;

· Carry out modular hardware repairs (substitutions) and upgrades such as memory expansion and fitting and configuring new drives;

· Ensure, in liaison with the IT Manager, that system security measures are in place and in effect at all times, including password management, physical security of IS/IT equipment (access) and system protection from both physical environment and electronic environment (hackers, viruses, confidentiality of data and information stored on web site etc);

· Such other duties and responsibilities, appropriate to this post, as may be required by the JIS from time to time.

JOB DIMENSIONS (authority, scope and impact of job)

· No budgetary responsibility;

· No supervisory responsibility;

· Key point of internal customer and supplier contact within the department;

· Significant responsibility for network system equipment.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Understanding and full working knowledge of networked systems and Intranet solutions including system design and operation is essential. A degree in Computer Studies, Systems/Network Engineering or a closely related field would be desirable;

· Excellent analytical skills. Able to work with industry standard hardware, operating and application software and Internet protocols. Skill in internal customer relationship management and business development is also necessary. Able to design and write user specifications and operating procedures. Ability to meet production targets and schedules and ensure high levels of internal customer satisfaction;

· At least three years systems development experience in the IS/IT industry, including at least three as a network or systems engineer.

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below.

I have validated this job description _____________________(signed, CEO) on _________(date)

